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This instruction establishes uniform procedures for the selection and recognition of civilian employees
and Company Grade Officers (CGO) whose outstanding accomplishments merit the distinction of repre-
senting MacDill Air Force Base as either the Civilian/CGO of the Quarter or the Civilian/CGO of the
Year. This instruction applies to civilian employees, Nonappropriated (NAF) fund employees, and CGOs
assigned to the 6th Air Mobility Wing (6 AMW) units. 

SUMMARY OF REVISIONS

This revision incorporates MACDI 36-2801 into MACDI 36-2800 and reflects updated policy on both
civilian and CGO of the Quarter/Year nominations. 

1.  General. Headquarters Air Force and 6 AMW policy encourages the recognition of those personnel
who make significant contributions to the mission of their organization or who have specific achieve-
ments worthy of recognition. This program is established as an incentive to the 6 AMW civilian employ-
ees, NAF employees, and CGOs to receive recognition for outstanding contributions to the success of the
wing mission in the following award categories. 

1.1.  Category 1. Civilian of the Quarter/Year: GS-1 thru 7, WG-1 thru 8, WL-1 thru 7, WS-1 thru 3,
NF I-III, NA 1-8, and CC 1-4. 

1.2.  Category 2. Civilian of the Quarter/Year: GS-8 and above, WL-8 and above, WS-4 and above,
NF-IV and above, and NA 9 and above. 

1.3.  NAF winners cannot compete at Air Mobility Command (AMC) in accordance with AMCI
36-2808. 

1.4.  Category 3. CGO of the Quarter/Year, grades 01-03. 
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2.  Responsibilities.  

2.1.  6th Mission Support Squadron, Military Personnel Flight (6 MSS/DPM), will: 

2.1.1.  Ensure the civilian, NAF, and CGO of the Quarter/Year programs are properly adminis-
tered. 

2.1.2.  Act as or provide a board recorder. 

2.1.3.  Coordinate with deputy group commanders to establish board dates. 

2.1.4.  Establish suspenses for nomination packages. 

2.1.5.  Notify board members, in writing, of the date, time, and location of the board. Notify units
of the board date and the suspense date for nominations. 

2.1.6.  Deliver copies of nomination packages to board members no later than 2 duty days prior
to the board convening. 

2.2.  The Executive Assistant, Command Chief Master Sergeant (6 AMW/CCCE), will: 

2.2.1.  Prepare congratulatory letters to the spouse and/or parents of the quarterly/annual award
recipient from the wing commander. 

2.2.2.  Arrange for a plaque for the quarterly/annual award recipient. 

2.2.3.  Notify Public Affairs (6 AMW/PA) of the quarterly/annual award recipient. 

2.3.  6 AMW/PA will: 

2.3.1.  Provide publicity in base publications as required. 

2.3.2.  Complete Hometown News Release cards for quarterly/annual award recipients. 

2.4.  A board consisting of a deputy group commander, a wing staff member, and three squadron com-
manders will select the award winners. 

2.5.  The Commander, 6th Mission Support Squadron (6 MSS/CC), will ensure all revisions to this
instruction are promptly processed. 

3.  Civilian Eligibility.  

3.1.  All permanent civilian employees assigned for at least 3 months to the 6 AMW are eligible to
compete. 

3.2.  Employees selected for a quarterly award will be ineligible to compete for the remainder of the
calendar year. Employees who were nominated but not selected are eligible to compete for the remain-
der of the calendar year. 

3.3.  Employees selected as quarterly award winners will not be automatically considered their squad-
ron’s nominee for the annual award. Only one nomination will be accepted per group and one from the
wing staff for the annual awards. 

3.4.  Employees must perform in an exemplary manner in their primary duties. Performance under
consideration may include notable accomplishments in areas other than primary duties. 

4.  CGO Eligibility.  
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4.1.  All Air Force CGOs assigned to the 6 AMW located at MacDill Air Force Base are eligible. Indi-
viduals selected as the 6 AMW CGO of the Quarter are not eligible for a second quarterly award dur-
ing the same calendar year. 

5.  Nominations and Selection of Civilian of The Quarter/Year.  

5.1.  Each group commander and the Director of Staff (6 AMW/DS) may nominate one civilian
employee in each category for consideration for the Civilian of the Quarter/Year. 

5.2.  Nominations for annual awards are not limited to quarterly winners. Any employee whose per-
formance merits such recognition may be nominated to represent his or her squadron or group, pro-
vided the individual was a 6 AMW employee for the entire calendar year covered by the nomination. 

5.3.  Nominations for quarterly awards must cover the employee’s achievements for the quarter imme-
diately preceding the recommendation. Nominations for annual awards must cover the employee’s
achievements for the full calendar year immediately preceding the recommendation. The Military Per-
sonnel Flight Commander (6 MSS/DPM) must receive the original nomination, endorsed by the
squadron commander, no later than 3 days prior to the wing board meeting. Board dates are
announced by 6 MSS/DPM approximately 30 days prior to the board meeting. 

5.4.  Nominations for quarterly awards are submitted using AF Form 1206, Nomination for Award
(most recent version), front side only (Attachment 1), and should address job description (limit 7
lines), significant performance and achievements, and self-improvement efforts. 

5.5.  Nominations for annual awards are submitted using AF Form 1206, front and backside. 

5.6.  NAF winners cannot compete at AMC in accordance with AMCI 36-2808. 

5.7.  Wing selection boards are comprised of at least a deputy group commander, a wing staff member,
and three squadron commanders. Wing boards convene during the second week of the month follow-
ing the calendar quarter. Quarters will be divided as follows: first quarter, 1 January – 31 March; sec-
ond quarter, 1 April – 30 June; third quarter, 1 July – 30 September; fourth quarter, 1 October – 31
December. The annual board date will convene during the third week in January. 

6.  Nominations and Selection of The CGO of The Quarter/Year.  

6.1.  Group Commanders and 6 AMW/DS may nominate one CGO to represent their group at the 6
AMW Quarterly/Annual Board. 

6.2.  Nominations are based on the nominee’s performance and achievements for the quarter/year for
which they are nominated. The quarterly nomination package will consist of an AF Form 1206
(Attachment 2), using bullet statements with captions. Limit nominations to one front page. Annual
awards consist of a General Information Sheet (Attachment 3), a biography (Attachment 4), a base
level records review Report on Individual Personnel (RIP), and an AF Form 1206. Limit annual nom-
inations to the front and back of the AF Form 1206. Nomination packages are due to 6 MSS/DPM no
later than 3 duty days prior to the wing board meeting. 

6.3.  The CGO of the Quarter/Year Selection Board will consist of at least a deputy group commander,
who will serve as the Board President, a wing staff, and one squadron commander from each group.
NOTE: The Board President will serve as the representative for their respective group. 
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6.4.  CGO boards are RECORDS ONLY. The quarterly board will convene during the second week of
the month following the calendar quarter. Quarters will be divided as follows: first quarter, 1 January
- 31 March; second quarter, 1 April - 30 June; third quarter, 1 July - 30 September; fourth quarter, 1
October - 31 December. The annual board will convene during the third week of January. The board
dates will be coordinated with the board president’s schedule. If a board member cannot attend the
board, he or she will appoint an alternate member. 

6.5.  The 6 AMW CGO of the Year will compete at the AMC board. 

7.  Recognition and Publicity.  

7.1.  Recognition of quarterly and annual award winners will take place at an appropriate ceremony
that will coincide with the military quarterly and annual awards recognition program. 

7.2.  Quarterly award winners will receive a letter signed by 6 AMW/CC, an engraved plaque, and
will have the option of either a $100 Notable Achievement Award or an 8-hour Time-Off Incentive
Award. The 6th Services Squadron (6 SVS) will fund any awards received by 6 SVS NAF employees. 

7.3.  Annual award winners will receive a certificate of achievement signed by 6 AMW/CC, an
engraved plaque, and will have the option of either a $200 Notable Achievement Award or a 16-hour
Time-Off Incentive Award. 

7.4.  Names of winners will be published in a joint military/civilian release to the Base Bulletin and
Thunderbolt. 

WILLIAM W. HODGES,   Brig Gen, USAF 
Commander 
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Attachment 1 

NOMINATION FOR AWARD CIVILIAN OF THE QUARTER/YEAR 
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Attachment 2 

NOMINATION FOR AWARD COMPANY GRADE OFFICER OF THE QUARTER/YEAR
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Attachment 3 

GENERAL INFORMATION SHEET COMPANY GRADE OFFICER 
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Attachment 4 

BIOGRAPHY 
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